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ABSTRACT 

This guide contains 21 task sheets for use in helping 
students develop job-hunting skills. The following employability 
skills are addressed in the individual task sheets: compiling a list 
of personal attributes, identifying a list of areas of work that will 
provide personal job satisfaction, determining ways of reducing 
levels of stress, using reference materials to compile an 
occupational profile, investigating non-wage-related job 
characteristics, developing goals and determining career objectives, 
performing a job search, participating in an information interview, 
completing a social security form, using a telephone to contact an 
employer, completing a job application, preparing a resume, writing a 
letter to apply for a job, interviewing for a job, contacting a job 
interviewer to accept or reject a job, completing income tax 
v/ithholding forms, describing performance evaluation measurements 
used by employers, performing a continuing education program t^earch, 
analyzing career information to identify opportunities for 
advancement, and describing job resignation and dismissal practices. 
Each task sheet contains some or all of the following: dxxty 
statement, duty number, task nujnber, task statement, achievement 
indicators, criteria, list of tools and equipment needed, and list of 
recommended resources. Student and class achievement record forms and 
a list of employability skills trainers are also included. (MN) 



***********«Ar********vV ************* *********** 

* Reproductions supplied by EDRS are the best that can be made * 

* from the original document. * 
*********************************************************^*^^^^^^^^^^^^ 



EKLC 



oo 

a 

UJ 




:v'^'^iii,i>:^^^^^ .......... , 



U.S. DEPARTMENT OF EDUCATION 

Offk^ of Educational Research and Improvement 

EDUCATIONAL RESOURCES INFORMATION 
A CENTER (ERIC) 

a This document has been reproduced as 
i/ received from the person or organization 

originating it 
□ Minor changes have been made to improve 

reproduction quality. 

• Points of view or opinions stated in thisdocu- 
ment do not necessarily represent otficiat 
OERI position or policy. 



"PERMISSION TO REPRODUCE THIS 
MATERIAL HAS BEEN GRANTED BY 



'^(j^J^^ 

TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC)," 




CP 



ERIC 



^;^^^:^:2 b } BEST COPY AVAILABLE 




: of ; Plibl ris^lWslfnJiit^ 




o 



ail 

ill 



I 
I 

: ^ 




ACKNOWLEDGMENT 



The Curriculum Materials were developed by the 
Continuum Center, Oakland University, Rochester, 
Michigan, and by the Michigan State University 
Curriculum Resource Team, Michigan State 
University, East Lansing, Michigan. 



The materials contained in this packet have been 
cross referenced to Opening Doors : A Practical 
Guide for Job Hunting and must be ordered 
individually and reproduced as needed. 



ERIC 



4 



Duty: Using EmployabM Ity. Skills 



Duty No. 



Task No. 1 



T39k: Perform a self-assessment, using knowledge and Information, tc compile 
a list of personal attributes. 



AehUy^mnnt Indicators: 



The learner: 



1* Listed work-related accomplishments - 

2. Listed non-work related accomplishments - 

3. Identified skills and competency attainment - 
k. Identified transferable (portable) skills - 

5. Oeti^jr.nlned strengths and weaknesses - 

6. Described jab liabilities and the effect 
liabilities have on employmevTt opportunities - 

7. Developed a plar: to overcome job liabilities - 



Yes 



No 



Criteria: 



Competence in the task will be recognized when the achievenent 
indicators are successfully performed according tc the instruc- 
t ions. 



Toola and Equipment: 



Ra«092re«ii: 

Goodman, Jane, Judith Hoppin and Ronald 
Kent, "First Steps'* in Opening Door s; A 
Practical Guide for Job Hunting . C one inu u m 
Canter, Oakland Un I vers i ty , 1 584 , po. 



Duty: Using Enployab i 1 i ty Skills 



Duty No. 



Task 2 



T«4k: Perform a self-assessment, using knowledge and information, to identify 
areas of work that will provide personal job satisfaction. 



Aahfavamont Indllcai^ort: The learner: 

1. Listed personal job values - 

2. Rated each job value - 

3- Listed enjoyable activities/Interests - 



Yes 



No 



Criteria. Competence in the task will be recognized when the achievement 

indicators are successfully performed according to the Instructions. 



Tool« and Equipmant: 



Raaourcan: 

Ibid, pp, 16-20 
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Outyz Using Employabil i ty Skills 


Duty No, 




T«sk No, 3 1 


Task: Perform a set f-asiessment. using knowledge and information 
methods to reduce levels of stress. 


f to determine 


^ehlov^m^nt Indrcators: i 1 

The learner: Yes No 

1. Identified stages of grief that result in stress - | 



2. Identified factors that reduced levels of stress - 



Criteria: 



Competence in the task will be recognized when the achievp-ent 
indicators are successfully performed according Co Che instructions. 



Toolt and Equlpmont: 



Rasoureaa: 



Ibid, pp, 21-23 



Duty; ujjng EmpIoyabM f ty SkJII; 



Task: 



Duty No. 



Task No. 



CompMa an occupatJona] profile, using reference material- ^n 

oi^™^on'r^"'-^-'-' -^^'--ts. and z^:^- - ,,,, 



The learner: 



Aehi«v«m«nt Indicators: 

1. Described: 

a. Main job duties - 

b. Places of employment - 

c. Physical demands - 

d. Working (environmental) conditions - 

e. Educational requirements - 

f. Local regional and national employment 
outlook - 



Yes 



No 



Crifarfa: 



Competence in the task will be recognized when the achievement 
Jnd.cators are successfully perform^ according't^ the 'r^r^ctions, 



ToolQ and Equlpm«nt: 



Rccoureaa: 

Dictionary of Occupational Titles (DOT) 
Goodman, Jane, Judith Hoppin and Ronald Kent 
Making Decisions," in Opening Doors: A Pract ical 
Guide for Job Hunting . Lontinuum Center olk^ 
'3nd University. ISS^*. pp. 27-3U. 



Michigan Occupational 
(M.O. I .S.) 



Information System 
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Duty: Using Ernployabi 1 ity Skills 


Duty No, 


T«tk No. 5 


Task: Investigate non-wage job characteristics, using available 
to identify significant job factors. 


resources, j 



Atihlov«mont Indicators: ^be learner: 

!• Listed and described: 

a. Union affiliation - 

b. Apprenticeship opportunities - 

c. Occupational hazards - 

d. Shift requirements - 



Yes No 



Crits/is: Competence in the task will be recognized when the achievement 

indicators are successfully performed according to the instructions. 



Tools and Equlpmant: 



Rasourcss: 

Dictionary of Occupational Titles (D.O.T.), 

Goodman, Jane, Judith Hoppin and Ronald Kent. 

''Making Decisions,^' In Opening Doors; A Practical 

Guide for Job Hunting , Continuum Center, Oakland 

University. \36k, pp. 27-3^- 

Michigan Occupational Information System 

(M.O.I.S.) 
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Duty: Using EmpIoyabiMty Skills 



Duty Ho. 



T9fAt No. 6 



Task: Develop goals, using knowledge, to determine career object ive{s) . 



Achlcivomont Indlcatcrti: jhe learner: 

K Listed short-term goals- 
2. Listed long-term goals - 



Yes No 



Criteria: Competence in the task will be recognized when the achievement 

indicators are successfully performed according to the instructions. 



Toola and Equlpmont: 



Ibid. po. 30-31 
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Duty: Using Employabi I ity Sk: I Is 



Duty No. 



Ta»k No. 7 



Ta«k: Perform 3 job search, using information, to identify employment 
opportun i t ies. 



Aehl«y«ma,nt Indicators: The leamar: 

1. Determ!ned geographic boundaries for Job search - 

2. Listed types of potential places of employment - 

3. De.veloped a list of prime sources of Information 
concerning opp>ortun 1 1 1 er- for employment, advertised 
and unsdvertised - 

Gathered information about advertised and unadver- 
tised job openings - 



Yes 



No 



Crftoirfa: Competence in the task will be recognized when the achievement 


Tools atd Equipment: 


Raaotjre^ts: | 

Goodman, Jsne, Judith Hoppin, and Ronald Kent, { 
''Planning the Cc^moaign/* in Opening Doors: A | 
Practical Guide for Job Hunting, Continuun | 
Center, Oakland Univvirsity, 19^^, pp. 37-^7. 
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Duty: Using Employabi 1 i ty Skills 



Duty No« 



Tank No, 8 



T.lSk: Participate in an information interview, using knowlerige anH resources, 
to obtain information about a job from an employer. 



AcHnvom^nt Indlcaiors: j^e learner: 

1. IderJtified a job within the area of occupational 
interest - 

2. Prepared a list of organizations that employ 
people to perform the identified job - 

3. Scheduled an interview appointment with sr. 
employer at one of the organizations - 

^- Prepared a list of questions for the interview - 

5. Conducted the interview - 

6. Prepered a foHow-up letter to mail, after the* 
Interview, to the employer - 



Yes He 



Criteria: Competence in the task will be recognized when the achievement 

indicators are successfully performed according to the instruct lon^j. 



TcoU and Equlprtant: 



Goodman, Jane, Judith Hoppin and Ronald Kent, 
^'Planning the Job Campaign," Op en ing Doors : 
A Practical Gutce for Job HunTTnq , Cont inuum 
Center, Oakland Un i vers i ty , 1 98^4 , pp. ^^-^5. 



J 
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Dutys Using Employabi i i ty Skills 



Duty No. 



T««k No. 9 

Task: Complete a social security form, using information, to apply for a social 
securi ty number. 



Achiov«m«nt Indicators: The learner: 

1. Contacted appropriate office to secure form - 

2» Followed instructions on form - 

3. Filled in each space on the form with the correct 
information • 



Criteria: Competence in the task will be recognized when the achievement 

Indicators are successfully performed according to the Instructions. 


Tooia and Equlprnant: 


Raaourcaa: 




^'Handling the Paperwork/' Employab i 1 i ty 




Skills Guide #6, MSU. 
• 



Yes No 
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Dutys Using Employabi 1 i ty Skills 



Duty No. 



Task No« 10 



T««k: Contact an employer, using a telephone, to pursue potential 
employment opportunities. 



AchlQvomdnt Indicators: The learner: 

1. Greeted receptionist - 

2. Identified self and reason for phone call - 

3. Asked to speak to appropriate person - 
Arranged, if necessary, a time to call back 



Yes " No 



Crlt«r9a: Competence in the task will be recogn;jied when the achievement 
indicators are successfully performed according to the instruct 



ons. 



Toola and Equipmant: 



Roaoureaa: 

Goodman, Jane, Judith Hoppin, and Ronald 
Kent, "Communicating with Employers," in 
Opening Doors: A Practical Guide for Job 
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Owty: Usrng Employabi 1 ity Skills 



Duty Mo. 



Taek No, 1 1 



Task: complete a job application, using personal notes, Co apply for 
emp 1 oymen t . 



AchUvement Indicators: 



The learner: 



Yes 



Mo 



1. Followed the direction specified on the application 
form - 

2. Filled in each space where applicable, with the 
correct information - 

3. Used a pen or typewriter to fill in application 
informat ion - 

k. Filled out the application neatly - 



Criteria: 



Competence in the task will be recognl2ed when the achievement 
Indicators are successfully performed according to the Instructions. 



Tools and Equlpmont: 



Raiourcss: 

Goodman, Jane, Judith Hoppin, Ronold Kent, 
"Communicating with Employers," in Opening 
Doors; A Practical Guide for Job Hunting , 
Continuum Center, Oakland University, 

pp. (}]-(>'*, 
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Duty: Using Employabi 1 i ty Skills 



D'Jty No, 



Ta«k Mo. 12 

Tas^; Prepare a resume, using personal information, to apply for a job. 



Achi«v«mont Indicators: The learner: Yes No 

1. Listed name, address, and telephone number - 

2. Identified career objective - 

3. Listed work experiences - ' 

^. Described job-related experiences - 

5, Provided information about education " 

6, Listed military experience, if acquired - 

7. Described home/cormiun i ty activities - 

8. Listed membership in work related organizations/ 
associations - 



Crftdfia: Competence in the task will be recognized when the achievement 

indicators are successfully performed according to the instruc- 
tions. • 



Tools and E^ulpmant: 



Rasourcoa: 

Goodman, Jane, Judith Koppin and Ronald Kent, 
"Communicating with Employers,*' in Open inq 
Door s: A Practical Guide for Job Hunting ^ 
Continuum Center, Oakland University, l^d^. 
pp. 53-59, 65-71. 
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Duty: Using Employabi 1 i ty Skills 




Duty No. 






Task No, 13 


Taak: Write a letter, using personal notes, to apply for a 

• 


pos i t ion . 


Achiovem«nt Indicators: The le^irner: 


Yes No • 


1. included: 






a. Mame, address, and phone number - 






b. Date • 






c. Name, title, firm, address of person to whom 
the letter is being sent - 






d. Salutation - 




.... 



2. indicated in paragraph one: 

a. An awareness of the business - 

b. A reference to an ability/skill that will 
benefit the company • 

3. Emphasized experience, abilities, accomplishments, 
in paragraph two • 

Identified strengths/special training in paragraph 
three - 

5, Included a fdl low-up plan in paragraph four - 

6, included complimentary closing - 

7, Signed letter - 



Ctlt^flar Competence in the task will be recognized when the achievement 
indicators are successfully performed according to the 
Instruct ions. 



Tools and Equipmiint: 



Rssouress: 

Goodman Jane, Judith Hoppin and Ronald Kent, 
''Communication with Employers," in Open ing 
Doors; A Practical Guide for Job Hurtling , 
Continuum Center, Oakland University, iW^, 
pp. 72-73. 
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Duty; Using Employabi 1 Ity Skills 



Duty No. 



Taak No. ]ii 



Taek: 



Demonstrate appropriate dress, using a knowledge of job requirements 
to comply with standards of on-the-job attire and grioming ' 



Aeh<«v<9ni«nt indicators: 



The learner: 



Yes 



No 



1. Described and/or dressed in the attire of 

the appropriate occupational area, including: 



a. Grooming - 

b. Health - 

c. Uniforms - 



CritarJa; 



Competence in the task will be recognized when the achievemc^^ 
indicators are successfully performed according to the 
instructions. 



Tool* and Equlpin«nt; 



R«aoure««: 



Goodman, Jane, Judith Hoppin. and Ronald Kent 
"The Job Interview," in Opening Door-s; A 
• P''actical Guide for Job Hunting . Continuum 
Center, Oakland University, 13^^, op. 77-96. 



14 
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Duty: Using Employabi 1 i ty Skills 



T«ak: 





Duty No. 




Ta«k No. 15 

. 1 



Interview for a job, using commun icat fon skills, to secure employment. 



Ach)ey«ni«nt Indicators: , 

The learner: 

1. Demonstrated appropriate characteristics for job 
appl I cants inc lud ing: 

a. Attire - 

b. Grooming - 

c. Conduct - 

2. Demonstrated correct usage of interviewing 
techniques • 



3. 



Prepared a list of questions to ask the inter- 
viewer - 

Prepared a follow-up letter to mail, after the 

interview, to the interviewer - 



Yes 



No 



Criteria: 



Competence in the Cask will be recognized when the achievement 
indicators are successfully performed according to the 
instruct Ions. 



TooJ» and Equipment; 



Duty: Using Employabi 1 ity Skills 



Oufty No„ 



Tank Ho. ]6 



Contact a job interviewer, using a telephone, to accept/reject a job. 



AchlttV#mcnt Indicators: jhe learner: 

K Spoke with interviewer who offered the job • 

2. Idenc i f i'ed sel f - 

3. Accepted offer, if applicable • 

k. Found out starting date and time, if appropriate - 

'5' Rejected offer courteously and politely, if 
appi icable • 

6. Gave reason for rejection, if applicable • 
?• Concluded conversation correctly - 



Yes 



No 



CrItarU: Competence in the task will be recognized when the achievement 
indicators are successfully performed according to the 



instruct ions. 



TOOI0 end Equipment: 



R«acurc««: 

••Getting the Job,'* Employability Skills Guide 
#9, MSU. 

Ibid, pp. 77-96. 
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Duty: Using Empioyabnity Skills 



Duty No. 



Tfisk No. 17 



Ta«k: Complete forms, using information, to withhold city, state and federal 
taxes. 



Aehlav^munt Indicators: The learner: 

1. Completed city tax form correctly - 

2. Completed state form correctly • 

3. Completed federal tax form correctly 



Yes 



No 



Criteria: Competence in the Cask will be recognised when the achievement 
indicators are successfully performed according to the 
instructions. 



TooU and Equipmont: 



Raaourca^: 



17 
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Duty: Using Employabi 1 Ity Skills 



Duty No. 



Task No. 18 



Ta«k: Describe performance evaluation measurements, using knowledqe to 
Identify behavior/attitudes that employers expect employees to 
exnioit On the jcb. 



Achievement Indlctftores 



The learner: 



LFsted and described the methods to achieve 
successful working relationships - 

Listed and defined importance of: 

a. Reliability - 

b. Punctual i ty - 

c. Qual i ty - 

d. Quantity - 



Yes 



No 



Criteria: Competerrce in the 
1 Indicators are sue 
j instructions. 


cask will be recognised when the achievement 
cessfully performed according to the. 


1 Toole and Equipment: 


Reeoureoe: 

Goodman, Jane, Judith Hoppin and Ronald Kent, 
"Opening the Door to Your Future," in 
Openinq Doors: A Practical Gu.de for Job 
Hunting, Continuum Center. O^kUimH im » vypr-, I i^y 
19^^, pp. 99-100. , 



18 



22 



Duty: Using Employability Skill; 



Duty No. 



Ta«k No. 19 



resources I""'""? /^""t 'O" Program search, using available 
unar^H- ' '° "^^^''^^V opportunities for retraining, skills 
upgrading, and career advancement. ^i-^mis 



AehUvomont IndIca»or«: The learner; 

1. Described types and sources of continuing 
education programs for an occupation - 

2. Related information to career alternatives 



Yes 



Mo 



Critoria: 



Competence in the task will be recognized when the achievement 
-nd.cators are successfully performed according to the tpst^uct ions , 



Tools and Equipment: 



Goodman, Jane, Judith Hoppin, and Ronald 
'^Opening the Door to Your Future," In 
n ^ ' ' Guide for Job 



Kent, 



Ope n ing Poors! A Practical 
Hunting . Continuum Center, 
s?ty, 198^, p. 101. 



Oakland Univer- 
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Dilty: Using Employabillty Skills 



Duty UiU 



Task No. 20 



Task: Analyze career information, using available resources, to identify 
the opportunities for advancement that exist within an occupation. 



Achl«vcm<int Indicators: The learner: Ves No 

1. Described the career stages associated with the 
occupational areas : 

a. Listed jobs, entry through advanced levels - 



b. Gave examples of tasks that employees in the 
occupation are required to perform - 

c. Identified tools/equipment that employees in 
the occupation use - 

d. Hade reference to the relationship of the 
job(s) to data, peopie. and things - 

e* Made reference to education and/or on-the-job 
training needed to attain career mobility - 



Critorla: competence in the task will be recognized when the achievement 
indicators are successfully performed according to the instruc- 
tions. 



Tool* and Equlpmant: 



Raaourcaa: 

Dictionary of Occupational Titles (D.O.T.). 
Goodman, Jane. Judith Hoppin and F(onald Kent, 
"Opening the Door to Your Future,: in Opening 
Doors: A Practical Guid« for Job Hunting , 
Continuum Center, Oakland University, ISo^, 
nn. 98-102. 



PP 
Mich 

(M.O 



98-102. 

igan Occupational Information System 
.1 .S.). 



20 



Duty: 


Using Employability Skills 




Duty No, 




T««k No, 21 


Ta«k: 


Describe job resignation/dismissal practice, 
identify positive methods for terminating an 


using knowledge, to 
employment situation. 



Acfilovamont Indicators: The learner: 

1. Described practice for resigning from a job: 

a. Gave two weeks to a months notice - 

b. Specified a positive reason for leaving 
the employment situation - 

2. Described practices for job dismissal (laid-off, 
released) : 

Asked the employer for a letter of reference 
if laid off - 

b. Talked with the employer to discover what was 
the problem, if released - 



Yei 



No 



Critaria: competence in the task will be recognized when the achievement 
indicators are successfully performed according to the 
Instructions, 



Tool* and Equipmont: 



Roaourcoa: 

'"Knowing the Score, Employability Skills 
Guide #10, MSU. 
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STUDENT ACHIEVEMENT RECORD 

EMPLOYABILITY SKILLS TRAINING 



STUDENT 



INSTRUCTIONS: 

Record the student level of competence according to the 
following guide: 



LEVEL GUIDE 

1 Student has been exposed to task 

2 Task acccn5)lisheci, with assistance 

3 Task accaitplished to cr,iteria by student 

*^^*f U Ability -^.o i.eaeh or d'3jnon?i;trate tlie task 

to athf 



TASK 


LEVEL 


DATE 


A. 


USING EMPLOYABILITY SKILLS 






1. 


Perform a self-assessment, using knowledge and information, 
to compile a list of personal attributes. 






2. 


Perform a self-assessment, using knowledge and information 
to identify areas of work that will provide personal job 
satisfaction. 






3- 


Perform a self-assessment, using knowledge and information, 
to determine methods to reduce levels of stress. 






4. 


Compile an occupational profile, using reference materials, 
to determine the characteristics, requirements, and 
employment outlook of an occupation. 






5. 

/A 


Investigate non-wage job characteristics, using available 
resources, to identify significant job factors. 







6. Develop goals, using knowledge, to determine career 
objective(s). 
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A. USING EMPLOYABILITY SKILLS (cont.) 



7. Perform a job search, using information, to identify 
employment opportunities. 

8. Participate in an information interview, using knowledge 
and resources, to obtain information about a job from 
an employer. 

9. Complete a social security form, using information, to 
apply for a social security number. 

10. Contact an employer, using a telephone, to pursue 
potential employment opportunities. 

11. Complete a job application, using personal notes, to 
apply for employment. 

12. Prepare a resume, using personal information, to apply 
for a job. 

^( 13. Write a letter, using personal notes, to apply for a 
position. 

14 Demonstrate appropriate dress, using a knowledge of job 
requirements, to comply with standards of on-the-joD 
attire and grooming. 

15. Interview for a job, using communication skills, to 
secure employment. 

16. Contact a job interviewer, using a telephone, to accept/ 
reject a job. 

17. Complete forms, using information, to withhold city, 
state and federal taxes. 

18 Describe performance evaluation measurements, using 
knowledge, to identify behavior/attitudes that employers 
expect employees to exhibit on the job. 

19 Perform a continuing education program search, using 

* available resources, to identify opportunities for re- 
training, skills upgrading, and career advancement. 

20 Analyze career information, using available resources, 
to identify the opportunities for advancement that 

1^7^ exist within an occupation. 

21 Describe job resignation/dismissal practice, using knowledg 
■ ; to identify positive methods for terminating an employment 

|i- r situation. o-j 




TRAINERS FOR EMPLOYABILITY SKILLS 



John Argeropoulos 
Counseling Department 
Northern Michigan University 
Marquette, MI 
Ph. 906/227-2800 



49855 



John Backstrom 
Coordinator, Vocational 

Education Counseling & 

Placement Services 
Center for Occupational 

Education 
School of Education 
Ferris State College 
Big Rapids, MI 49307 
Ph. 616/796-0461, ext. 5708 

Gertrude Bonaparte 
Department of Education 
Vocational -Technical 
Education Services 
P.O- Box 300C9 
Lansing, MI 48909 
Ph- 517/373-0815 

Linda Fcrrest 
Associate Professor 
Counseling Center 
Michigan State University 
East Lansing, MI 48824 
Ph. 517/355-8270 

John Geisler 

Counseling Psychology 

3109 Sangren Hall 

Western Michigan University 

Kalamazoo, MI 49008 

Ph. 616/383-1975 

James Godell 

Department of Office Ad- 
ministration and Business 
Education 

Northern Michigan University 
Marquette, MI 49855 
Ph. 906/227-2900 



PROJECT PERSONNEL 



Jane Goodman 
Continuum Center 
478 O'Dowd Hall 
Oakland University 
Rochester, MI 48063 
Ph. 313/370-3033 

Judy Hoppin 
Continuum Center 
478 O'Dowd Hall 
Oakland University 
Rochester, MI 48063 
Ph. 313/370-3033 

The two individuals 
listed above should 
be contacted first to 
arrange for training, 
or any other persons 
on this list may be 
contacted. 



Joann Minor-Holbert 
Associate Professor 
Theoretical and 
Behavioral Founda- 
tions 

315 College of 

Education 
Wayne State University 
Detroit, MI 48053 
Ph. 313/577-1613 



Jack Humbert 
Consumer Resources and 
Technology Department 
Fripme Building 
Western Michigan University 
Kalamazoo, MI 49008 
Ph. 616/383-0953 

Dr. Tommie Johnson 
Associate Professor 
Business and Distributive 

Education 
269 College of Education 
Wayne State University 
Detroit, MI 48202 
Ph. 313/577-0959 

Katherine Manley 
Graduate Faculty 
Center for Occupational 
Education 
School of Education 
Ferris State College 
Big Rapids, MI 49307 
Ph- 616/796-0461, ext. 57^ 
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H. James Rokusek 
Department of Business and 

Industrial Education 
14 Sill Hall 

Eastern Michigan University 
Ypsilanti, MI 48197 
Ph- 313/487-4330 

Paul Slocum 
Department of Teacher 
Education 
Michigan State University 
East Lansing, MI 48824 
Ph. 517/353-6450 

John Waidley 
Counseling Department 
13 Boone Hall 

Eastern Michigan University 
Ypsilanti, MI 48197 
Ph. 313/487-3270 
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MATERIAL ORDER FORM 



In order to assist persons planning for Employability Skills Training Workshops, 
material order forms are provided. You may duplicate these forms as needed- 



A- OPENING DOORS 



May be ordered from the Continuum Center, Oakland 
University. You should plan to allow approximately 
10-14 days for delivery. Use Order Form "A" or 
call (313) 370-3033. 



Cost Singls copies - $5.00 
$4.50 for 20 or more 
books in any covnbi nation 
of the two titles 



Make checks 
— payable to 

Oakland University 



B. TRANSPARENCIES 



May be ordered from the Michigan Vocational Education 
Resource Center, Michigan State University. You should 
allow approximately 20 days for delivery. Use Order 
Form "B" or call (1-800) 292-1606. 



Cost Set of nine overhead 

transparencies - $55.00 



Make checi*s 

payable to: 

Michigan State 
University 



CURRICULUM TASK SHEETS - May be ordered from the Michigan Vocational 
Education Center, Michigan State University. You 
should allow 10-14 days .for delivery. Use Order 
Form "C" or call ( 1-800 ) 292-1606. 
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OPENING DOORS... 106-page guide with specific 
activities, worksheets, checklists, sample 
resumes and cover letters. Plus how-tos for 
making the mast of an Interview, networking 
tips, decision-making. Complete up-to-date 
Information for successful job hunting. 

OPENING DOORS. . .NEW LEADERS GUIDE Includes 
special sections on training design, how to 
adapt for special populations, and publi- 
cizing your job trainlrg program. 

If you are training job hunters, THESE BOOKS 
ARE FOR YOU! 

ORDER NOW FROM THE CONTINUUM CENTER OF 
OAKLAND UNIVERSITY. 



'Km COMPLETED F0RM"T0T ' COSflNUUM'CENTER 

OAKLAND UNIVERSITY 
ROCHESTER, MI A8063 
Please send me copies of OPENING DOORS Users Guide @ $5.00 



^copies of OPENING DOORS Leaders Guide @ $5.00 



MAKE CHECKS PAYABLE 
OAKLAND UNIVERSITY 

($4.50 for 20 or more. books 
any combination of the 
two titles) 

TOTAL $ 



Address^ 

CITY 



state 



ZIP 



0*-GANIZATiON, 



Special Instructions; 
Date of Workshop 
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AUcw 10-lA days for shipping 



For Professionals and Paraprofessionals Training Job Seekers 
For Trainers who Train Otiier Professionals 



Nine Overheads Designed to Accompany 



OPENING DOORS 

A PRACTICAL GUIDE 
FOR JOB HUNTING 




- Selected visuals to illustrate concepts of employability skills 
training and to add variety to training presentations and activitita. 



A FULL SET CONTAINS: 

1 OPEfilNG DOORS cover and logo as an introduction to training materials 

5 Em;Sonal°Reactlons to Job Loss - Includes seven overlays that Illustrate each 

6.^:ns7e;:Sn"-J^^^^^^^^^ 

7 ?hltt?ri^i"w-WhattoExpect-fiveoverlaysthatinustratethemalor^^^ 

how they fit together for a successful Job search^ 



ORDER FORM: 

SEND INVOICE TO: 



SEND MATERIAL TC 



Please Type or Print 



«^m* ard Till* 



Agftncr/brganLcalton 



Nam* and Tttt* 



Agency/Organitation 



Straal Addrass 



Str9«t Address 



Cty 

Phone * 

Please sendme. 



Siai« 



2«p Oty 

Phone * . 



State 



Zip 



settslofnineoverheadtransparenciesdeslgnedtoacccmpanyOPENINGDOORS APR^^^^^^ 
.OR JOB HUNT,NG ^ SsS^' (Sales to schools - no tax. Sa.es to inc»v:duals - tax, TOTAL S 



Attach check, money order or purchase order payable to Michigan State Ur,iversity 
—.»,«Trt. Mjrhinanrarper Education and Vocational Education Resource Center 
O faa SoTHa"^^^^ East Lansing. Mich.gan48324-.0o4 



Call Toll Free in Michigan 
1 -800-292- "i 606 or V(517) 353-439i 
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OPENING DOORS 




A PRACTICAL GUIDE 
FOR JOB HUNTING . 

Jon* Gocrr'^r* 



nSiWT J.«m'« •* tii»«ti-i, ^ 



1, Nwiw* '•••V'"* i**' ■•"1* 
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CURRiCULUM GUIDE FOR 
EMPLOYABILITY oKILLS TRAINING: 
INSTRUCTIONAL MATERIALS FOR 
OPENING DOORS COST $2.50 

SPECIAL INSTRUCTIONS 
DATE OF WORKSHOP 



ALLOW 10-14 DAYS FOR SHIPPING 



CURRICULUM TASK SHEETS 

21 Task Sheets for use in teaching 
Employability Skills (Job Hunting 
Skills). Each sheet contains 
Learner Achievement Indicators, 
Success Criteria and Resources. 
Task Sheet contains a Cross 
Reference to OPENING DOORS: A 
PRACTICAL GUIDE FOR JOB HUNTING 
Cross Referenced with Vocational 
Education Curriculum 



ORDER FORM: 



Send Invoice to: 



P. 0. it 



Ship Materials to: 



Name/Title 



Agency/Organization 



Street Address 



City 
Phone if 



State 



Zip 



Name/Title 
Agency/Organization 



Street Address 



City 



State 



Zip 



Please send ^copies of CURRICULUM GUIDE FOR EMPLOYABILITY SKILLS TRAINING: INSTRUCTIONAL 

MATERIALS FOR OPENING DOORS - $2.50 each 
Attach check, money order or purchase order payable to MICHIGAN STATE UNIVERSITY 
SEND TO: Michigan Career Education and Vocational Education Resource Center 

133 Erickson Hall, HSU, East Lansing, MI 48824-1034 - or call: 1-800-292-1606 in HI 

1-517-353-4397 
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Important Phone Numbers : 



Employability Skills Training (EST) Project 

Dr. Jane Goodman, Director 
Ms. Judv Hoppin, Staff Member 
(313) 370-3033 

Source of Help: General information and some materials 



Vocational Education Counseling & Placement Services Project 
Mr. John Backstrom, Director 

(616) 796-0461, Ext. 5708 or 1-800-372-6233 (Toll-free number) 
Source of Help: Information about reimbursement 



Vocational Education Resource Center 
Ms. Gloria Kielbaso, Director 

(517) 353-4397 or 1-800-292-1606 (Toll-free number) 



Gertrude Bonaparte (General Information) 
(517) 373-0815 

Mary Brown (Vocational Teacher Education Grants) 
(517) 373-3365 
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MICHIGAN STATE BOARD OF EDUCATION 
STATEMENT OF ASSURANCE OF COMPLIANCE WrH FEDERAL LAW 

The Michigan State Board of Education complies with all Federal laws 
and regulations prohibiting discrimination and with all requirements and 
regulations of the UJS. Department ox Education. It is the policy of the 
Michigan State Board of Education that no person on the basis of race, 
color, religion, national origin or ancestry, age, sex, marital status or handi- 
cap shall be discriminated against, excluded from participation in. denied 
the benefits of or othervyise be subjected to discrimination in any program 
or activity for which it is responsible or for which it receives financial 
assistance from the U.S. Department of Education. 
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